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INTERPRETIVE SERVICES

A. Provide Visitors Opportunities to Learn Through:

1. Pre-visit informational material received through the mail and at travel fairs, workshops,
conventions etc. held away from the area.

2. Personal contacts at information stations and visitor centers, staffed points-of-interest,
workshops, guided walks and tours, outdoor programs, demonstrations and environmental
investigations.

3. Non-personal contacts through media such as signs, exhibits, audiovisual programs, self-guided
walks and tours, and publications.

B. Are Important Because They:

1. Welcome visitors.

2. Provide information about things to see and do—and facilities that support visitors’ activities.

3. Uncover an array of stories otherwise hidden in the landscape.

4. Capture visitors’ interest and attention.

5. Stimulate visitors’ thinking about environmental issues.

5 Foster understanding of wise resource conservation and use; including the roles of public
agencies, businesses and individuals in promoting resource conservation.

7 Encourage visitors to act—based on understanding and conviction—to improve environmental
conditions in the places they visit and at home.

C. Create Experiences By:  (Tilden, Interpreting Our Heritage, 1977)

1. Relating what visitors see/hear/feel to something within their personalities or experiences.

2. Revealing new insights.

3. Using various art forms to convey information.

4. Provoking visitors into new thinking and activity patterns.

5. Providing a “whole picture” of the situation at hand rather than an isolated part.

6. Serving children and adults with programs and facilities to meet their respective needs and
interests.
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INTERPRETIVE PROJECT PLANNING GUIDE

United States Department of the Interior
Bureau of Reclamation

Interpretive Area:

Project: Area Office: Date:

Opportunity (Conditions, features, or events meriting interpretation):

A.  DATA COLLECTION/ANALYSIS

1. WHY?  Objective (What do you want the audience(s) to do with the information received?):

2. WHO?  Audience (customer profile):

a. Numbers expected:

(1) First-time customers:

(2) Repeat customers:

b. Age/group makeup (children, young adults, adults, seniors/individually, families, tour groups,
etc.):
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c. Education levels:

d. Background (urban or rural):

e. Origin (local, in-state, regional, national, foreign):

f. Time available (amount of time customers have to receive message):

3. WHAT?  Message (What are the key ideas to communicate?):

a. Information customers are expecting (place first priority on customer needs):

b. Information you (Reclamation) want customers to have:
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c. Theme (One sentence describing the dominant idea customers should leave with):

4. WHERE and WHEN?  Location and timing:

a. Best location(s) for presenting message.

b. Best time(s) for presenting (When are customers most available or receptive?):

5. HOW?  Media:

a. Select “most effective” media for the project.  This list may help you.  Add other ideas.  Number
in order of priority.

_____ Audiovisual presentation

_____ Personal

_____ Slide Tape

_____ Video Tape

_____ Movie

_____ Auto or float tour

_____ Guided

_____ Self-guided (signs, brochure, or cassette tape)

_____ Brochure

_____ Demonstration (resource management, living history)

_____ Environmental education investigation
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_____ Exhibit

_____ Outdoor (roadside, trail head, Reclamation entrance, office, etc.)

_____ Indoor (reception area, visitor bureau, etc.)

_____ Traveling (fairs, malls, conventions, etc.)

_____ Interpretive sign (points of interest)

_____ Staffed information point (office, visitor center, overlook, temporary roadside stop, trail
head)

_____ Nature trail

_____ Guided 

_____ Self-guided (signs, brochure, or cassette tape)

_____ Newsletter

_____ News Media short or feature

_____ Magazine

_____ Newspaper

_____ Radio

_____ Television

_____ Poster

_____ Short-range radio transmitter (auto AM or exhibit)

_____ Symposium

_____ Workshop

_____ Other

b. If several media are selected, how will their use be coordinated to effectively and economically
reach the audience(s)?

6. Special needs (access for people with disabilities, secretarial needs in reception areas,
fragile state protection, interpretive association sales, etc.):
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B.  IMPLEMENTATION SCHEDULE

1. Budget

a. Total cost estimate:

b. Sources of funds and availability (Resource program budgets, challenge grants, interpretive
association, donations, partners?  Reclamation’s portion included in Annual Program
Development?)

2. Target completion data:

3. Information and skills needed to complete project (include contracting needs):

4. Planning and developing assignments:

Who Unit/Organization Assignment Target Date
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5. Evaluation (Design, into the project, a means for assessing its effectiveness.):

a. Degree to which objective is achieved:

b. Numbers of customers contacted:

c. Overall customer reaction:

d. Modifications needed to achieve “Standard Service Level” (or discontinue):  

6. Approvals:

Name Title Date

Name Title Date

Name Title Date
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Table of Letter Widths

Letter widths in units

A  36 a  26 .   7

B  32 b  25 ,   8

C  29 c  21 :   7

D  35 d  26 ;   8

E  31 e  22 '   8

F  30 f  21 "  17

G  35 g  28 !   7

H  35 h  27 ?   7

I  17 i  15 -  14

J  25 j  16 (   9

K  36 k  29 &  34

L  30 l  14 %  31

M  44 m  39 $  19

N  36 n  27    21

0  33 o  25 1  18

P  30 p  26 2  26

Q  36 q  26 3  26

R  34 r  22 4  26

S  28 s  19 5  26

T  31 t  18 6  25

U  34 u  28 7  24

V  33 v  25 8  26

W  52 w  38 9  25

X  37 x  28 0  27

Y  34 y  25 6  53

Z  29 z  21    42

Letter size factors

To convert letter-width
and spacing-units into
inches, multiply by the
following factors;

Lettersize Factor

 1" .0474

 1 1/2" .0711

 2" .0948

 3" .1422

 4" .1896

 6" .2844

 8" .3792
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Spacing Guide
Capital Letters to Capital Letters  AX

A B C D E F G H I J K L M N O P Q R S T U V W X Y Z

A 2 3 2 3 3 3 2 3 3 2 3 3 3 3 2 3 2 3 3 2 1 1 1 2 2 4

B 3 6 6 6 6 6 6 6 6 4 6 6 6 6 6 6 6 6 7 5 3 2 2 3 2 6

C 3 6 6 6 6 6 6 6 6 4 6 6 6 6 6 6 6 6 7 7 4 4 4 4 4 6

D 1 5 6 5 5 5 6 5 5 4 5 5 5 5 6 5 6 5 6 6 3 2 2 3 2 5

E 5 8 7 8 8 8 7 8 8 6 8 8 8 8 7 8 7 8 9 7 5 4 4 6 5 8

F 0 5 5 5 5 5 5 5 5 2 5 5 5 5 5 5 5 5 6 5 3 3 3 3 3 4

G 1 5 5 5 5 5 5 5 2 2 5 5 5 5 5 5 5 5 6 4 2 1 1 2 1 4

H 3 6 5 6 6 6 5 6 6 4 6 6 6 6 5 6 5 6 6 5 4 4 4 4 4 6

I 3 6 5 6 6 6 5 6 6 4 6 6 6 6 5 6 5 6 6 5 4 4 4 4 4 6

J 0 4 4 4 4 4 4 4 3 4 4 4 4 4 4 4 4 4 4 4 3 3 3 3 3 4

K 2 4 3 4 4 4 3 4 4 3 4 4 4 4 3 4 3 4 3 2 1 1 1 3 3 4

L 3 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 5 3 2 1 1 3 3 6

M 3 6 5 6 6 6 5 6 6 4 6 6 6 6 5 6 5 6 6 5 4 4 4 4 4 6

N 1 5 4 5 5 5 4 5 5 2 5 5 5 5 4 5 4 5 5 4 3 3 3 3 3 5

O 2 5 6 5 5 5 6 5 5 3 5 5 5 5 6 5 6 5 6 5 3 2 2 3 2 5

P 0 5 4 5 5 5 4 5 5 3 5 5 5 5 4 5 4 5 6 5 3 2 2 3 2 4

Q 2 5 5 5 5 5 5 5 5 4 5 5 5 5 5 5 5 5 5 3 2 0 0 3 0 5

R 2 5 4 5 5 5 4 5 5 4 5 5 5 5 4 5 4 5 6 4 2 2 2 3 1 5

S 2 6 6 6 6 6 6 6 6 5 6 6 6 6 6 6 6 6 6 5 4 3 3 4 3 7

T 2 6 5 6 6 6 5 6 6 2 6 6 6 6 5 6 5 6 5 4 4 3 3 4 4 6

U 0 4 4 4 4 4 4 4 4 3 4 4 4 4 4 4 4 4 2 4 3 2 2 3 2 4

V 3 4 2 4 4 4 2 4 4 -1 4 4 4 4 2 4 2 4 3 4 2 2 2 2 2 4

W 3 4 2 4 4 4 2 4 4 1 4 4 4 4 2 4 2 4 3 4 2 2 2 2 2 4

X 2 4 2 4 4 4 2 4 4 2 4 4 4 4 2 4 2 4 4 2 1 1 1 2 0 4

Y 2 4 2 4 4 4 2 4 4 -1 4 4 4 4 2 4 2 4 4 3 3 2 2 2 2 4

Z 4 7 7 7 7 7 7 7 7 6 7 7 7 7 7 7 7 7 8 7 5 4 4 6 5 7

Second
letters

First
letters



Page 4 of 5 March 2002
Appendix 4

Spacing Guide
Capital Letters to lower case letters  Ax

a b c d e f g h i j k l m n o p q r s t u v w x y z

A 3 1 1 1 1 2 2 2 2 -2 2 2 2 2 1 1 1 2 3 0 0 -1 -1 2 -1 3

B 4 3 3 4 0 3 3 3 3 1

C 4 3 4 4 0 4 3 3 3 2

D 4 4 3 4 0 3 4 3 4 2

E 5 5 5 5 5 6 5 5 5 2 4 5 5 5 5 4 5 5 6 4 5 3 3 4 2

F 1 0 2 2 -2 2 0 2 2 2 1

G 3 3 2 3 -1 2 3 3 3 1

H 3 3 2 2 2 4 3 4 3 -1 3 4 3 3 2 2 2 3 4 2 2 0 0 3 0 4

I 3 3 2 2 2 4 3 4 3 -1 3 4 3 3 2 2 2 3 4 2 2 0 0 3 0 4

J 0 0 3 1 3 0 0 -1

K 2 1 2 2 -2 2 2 2 1 2 0 -1

L 4 3 3 3 3 0 3 3 3 1

M 3 2 2 2 4 3 4 2 2 3 2 0

N 2 1 3 2 3 1 1 0

O 3 3 4 3 3 3 3 2 3 0 2 2 3 3 3 3 3 3 4 2 3 3 3 3 2 3

P 2 1 0 2 2 2 0 2 2 2 1

Q 4 3 2 3 2 3 2 0

R 4 3 3 2 3 -1 2 3 3 0

S 4 4 4 3 4 0 3 3 3 3 4 3 3 3 3 3 1 2

T 3 1 3 3 -1 3 1 3 2 3 2 1 3

U 1 3 1 1 0 2 0 2 2 -2 2 2 1 1 0 1 0 1 1 1 0 -1 -1 0 -1 1

V -2 -2 2 0 -1 2 -1 -1 -2 -1 -1 -3

W -2 -2 2 0 -1 2 -1 -1 -2 -1 -1 -3

X 2 1 2 2 2 1 0 -1

Y -1 2 -2 -2 -2 0 -3 2 0 -3 2 2 -2 -2 -2 -2 -2 -2 -2 0 -2 -2 -2 -2 -3 -1

Z 5 4 5 5 0 5 4 4 4 2 2 2

Second
letters

First
letters
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Spacing Guide
Lower case letters to lower case letters  ax

a b c d e f g h i j k l m n o p q r s t u v w x y z

a 3 1 3 3 3 3 3 2 3 -1 2 2 3 3 3 1 3 3 4 1 1 -1 0 2 0 3

b 4 2 4 4 4 3 5 2 3 0 2 2 3 3 4 2 4 3 5 2 2 2 2 2 2 4

c 4 3 4 4 4 4 4 3 4 0 3 3 4 4 4 3 4 4 5 3 3 2 2 2 2 5

d 3 1 2 2 2 3 2 2 3 0 2 2 3 3 2 1 2 3 3 1 1 0 0 2 1 3

e 4 2 4 4 4 3 5 2 3 0 2 2 3 3 4 2 4 3 5 2 2 2 2 2 2 4

f 0 2 0 0 0 1 0 2 2 -2 2 2 1 1 0 1 0 1 1 0 1 0 0 0 0 2

g 2 0 2 2 2 3 1 0 2 0 0 0 2 2 2 2 2 2 2 2 2 2 2 2 2 2

h 3 1 2 2 2 3 2 2 3 0 2 2 3 3 2 1 2 3 3 1 1 0 0 2 1 3

i 3 1 2 2 2 3 2 2 3 0 2 2 3 3 2 1 2 3 3 1 1 0 0 2 1 3

j 6 4 4 4 4 5 5 4 5 3 4 4 4 4 4 4 4 4 5 4 4 3 3 3 4 5

k 2 1 2 2 2 3 2 3 3 0 2 2 3 3 2 1 2 3 3 1 1 1 1 2 1 3

l 3 1 2 2 2 3 2 2 3 0 2 2 3 3 2 1 2 3 3 1 1 0 0 2 1 3

m 3 1 2 2 2 3 3 2 3 0 2 2 3 3 2 1 2 3 3 1 1 0 0 2 1 3

n 3 1 2 2 2 3 3 2 3 0 2 2 3 3 2 1 2 3 3 1 1 0 0 2 1 3

o 4 2 4 4 4 3 5 2 3 0 2 2 3 3 4 2 4 3 5 2 2 2 2 2 2 4

p 4 2 4 4 4 3 5 2 3 0 2 2 3 3 4 2 4 3 5 2 2 2 2 2 2 4

q 3 2 3 3 3 3 3 3 3 2 2 2 3 3 3 3 3 3 3 2 2 2 2 2 3 3

r 3 1 2 2 2 3 1 2 3 0 2 2 3 3 2 2 2 2 3 2 2 2 2 2 2 3

s 5 3 4 4 4 4 4 3 5 0 3 3 4 4 4 3 4 4 5 3 3 3 3 3 3 6

t 5 3 3 3 3 4 3 3 4 1 3 3 3 3 3 3 3 3 5 1 2 2 2 3 2 4

u 3 1 2 2 2 3 2 2 3 0 2 2 3 3 2 1 2 3 3 1 1 0 0 2 1 3

v 2 2 2 2 2 3 1 1 3 0 1 1 3 3 2 2 2 3 3 2 2 2 2 2 2 3

w 3 2 2 2 2 3 1 1 3 0 1 1 3 3 2 2 2 3 3 2 2 2 2 2 2 3

x 3 3 2 2 2 3 3 3 3 0 3 3 3 3 2 2 2 3 4 2 2 2 2 2 2 3

y 2 1 1 1 1 3 1 1 3 -1 1 1 2 2 1 2 1 2 2 2 2 2 2 2 2 2

z 5 4 4 4 4 5 4 4 5 1 4 4 5 5 4 3 4 5 6 3 3 3 3 3 3 5

Second
lettersFirst

letters
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INTERPRETIVE SITE INVENTORY WORKSHEET

Interpretive Area: Area

District

Site Map Index No. Name Location

Story Nos.
(Ref. story inventory)

Story Titles Significance to Stories.  Special Needs.
(What happened here?  What can be seen?  Site
protection, customer access and safety, other needs?)
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INTERPRETIVE SITE INVENTORY WORKSHEET

Interpretive Area: Area

District

Story Number Title

Summary:  (50-75 words)

References  (title, author, publisher, page Nos.)

Site Nos. and Locations
(Ref. site inventory)

Media1 Ideas

   1 Indicate one:   P (primary)  S (secondary)
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Sign Inventory Worksheet

Project

Managing Entity

Point of Contact:
Name
Address
Phone No.

Sign Location
(see attached map)

Sign Category

Identification Regulatory

Informational Safety

Directional Miscellaneous

Sign Panel Material
Wood Masonry

Metal Other

Panel Size Legend Size Sign Legend:  Line-for Line

HAGL1 Viewing Distance2

Post Size Photo No.

Accessibility
Requirements3

Sign Condition

Remarks:

Cost Estimate to replace/repair (if necessary): Priority:  (circle)  
High Medium Low

Prepared by: Date: Page           of            Pages

1  Height above ground level.
2  Reference U.S. Army Corps of Engineers Sign Manual.
3  Does it meet ADAAG 4.30 requirements.
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Sign Inventory Worksheet

Project

Project Location

Purpose Recreational

Informational

Specify Location

Building Location Inside

Outside

Sign Size

Sign Wording and/or logo

Material Used Wood

Metal

Stone

Masonry

Misc.

Sign Condition Good

Fair

Poor

Does it meet Accessibility

Guidelines?

Yes

No

Agency Responsible for

Maintenance of Sign

How Displayed Post

Side of Building

On fence

Misc.

Remarks
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Sign Inventory Worksheet

Location                                                

Inspection Date                                             

Sign No.
Description Material/Color Size Agent Condition
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